
OFFICE OF THE SECRETARY OF STATE 
OEPARTMENT OF ARCHIVES A N 0  HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 
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1. Agency Address FOR RECORDS MANAGEMENT USE 

Aopliation Number Georgia P o r t s  A u t h o r i t y  
Admin i s t ra t i on  D iv i s ion ,  Personnel Dept. 
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 Date Received Qara Cornplated 

79- 2% 
FEE 1 6 1979 I 4 1979 

. 1974 I To Date 

I 

i 

Personnel L i s t i n g  F i l e  

i 

. .  . .  
I 

7. R m r d  Series Description Th is  file contains the followkg documents (indude form numbmand riffes, if any): 
Am& samples of the file. I Documents relating to: L i s t i n g  of  employees c u r r e n t l y  on p a y r o l l .  

1 

1 
In format ion on employeels name, erqployee's number, s ta tus ,  employment 
date, s o c i a l  s e c u r i t y  number, hou r l y  r a t e  o f  pay, pay date, c lass  
no ta t ion ,  c l a s s i f i c a t i o n  date, b i r t h d a t e .  

Chrono log ica l l y  by p r i n t o u t ,  l a t e s t  on t o p ;  a l p h a b e t i c a l l y  by name 
on p r i n t o u t .  - 

8. Monthly R d u e n c r  Rate 

One to six months old 
twenty-five months and older ? 

How often are records referred to which are: 
1 every 3 mc ; Thineen to twenty-four months old 2 ; Seven to twelve months old 8 1 

- 
Rate of Accumulation of Remrds 

Letter-size drawers ; Legal-size drawers ; Shelves ;Other (spm'fyJ 1 I box - 
\ q - S C - 7 q ,  3.v. 16 '0-1 

~ -_ _ _ _ _ ~  
i _- - ~ 



. 

in another office or agency? 

.A, years. 1. Audit period +years. 
. : i , 5. Sxatuteof limitation years. e. Administrative need -vears. 4 

c. %deral !a*& years. f. Federal retention instructions years. 
.- ~ - ~- .~ - ~ 

~ ~ - ~_. . (  
- I  . .. 
: + Attach copy or excerpt of laws or regulations. Explain administrative need. .' . 
. .  
1 ,  . .  

. ,  

3 
Calendar Year; 3 Fiscal rear; C Other then, 

a Hold in the current files area month(s1 1 w a r  (s) ; then 

0 Transfer to Stato k n r d s  Center: hold 
f3 Oestroy. 
0 Transfer to State Archives for permanent retention; 
@ 9thcr isjxcifyl 

Transfer to local holding area, hold 3 yeark): then 
yeark); then 

These inductions apply to a l l  prior and future accumulations of rhe urler. 

State Records Committee !Signature) Date 
Recommendations in para- A 

;raph 12 are approved. 
'If dkappruvcd, am& f e w  
,f explanation.) 

State Auditor/Designee 

I Attornev GeneraVDerianee i 


